
PCS Claim ï Member Travel Only 

Overview 

 
Introduction  This guide provides procedures for entering a PCS claim in TPAX when 

just the member is traveling. Use the Member Travel Only guide to 

complete a basic claim. Click on the various links on the next page for 

additional details for your specific scenario.  

 
Reference (a) Joint Travel Regulations (JTR) 

 
Scanning 

Documents 
It is important to upload ALL supporting documentation to the PCS 

claim/settlement. All documents should be scanned into a single PDF file. 

PPC canôt open anything other than a PDF. Some of the required items 

include the following: 

¶ Signed PCS Orders 

¶ Lodging Receipts with proof of payment (for TLE reimbursement) 

¶ Airfare/Booking Agent Fee Receipts 

¶ Alaska Marine Highway Itinerary (mandatory if taking the ferry) 

¶ Receipts for all items over $75 

 
Maximum 

Amount 

Payable 

Remember that the maximum TPAX will pay for a PCS claim is equivalent 

to the fastest driving route from the old Permanent Duty Station (PDS) to 

the new PDS. You can take any route or method of transportation, but keep 

in mind that is the maximum amount payable. 

 

CG Finance 

Center 
The Coast Guard Finance Center (FINCEN) processes the following: 

¶ Personally Procured Moves (PPM) 

¶ Privately Owned Vehicle (POV) Shipment 

¶ POV Storage 

¶ Temporary Lodging Allowance (TLA) Claims 

 

Do NOT send these items to PPC. They will be returned and you will only 

prolong payment.  

 

Note: Travel in accordance with policy for a POV Shipment must be 

included in your travel claim. The POV Shipment expense is handled by 

FINCEN. 

 

Flying If any part of your PCS travel involves flying, ALWAYS  pick TP-

Government Procured Plane vice CP ï Commercial Plane to ensure the 

system will pay out correctly. 

Continued on next page  

https://www.defensetravel.dod.mil/site/travelreg.cfm


Overview, Continued 

 
Travel Time 

Chart  
This chart determines how many travel days are authorized based on miles 

driven. 

Number of Miles Driven 
Number of Travel 

 Days Authorized 

400 or less 1 

401-750 2 

751-1100 3 

1101-1450 4 

1451-1800 5 

1801-2150 6 

2151-2500 7 

2501-2850 8 

2851-3200 9 

3201-3550 10 

3551-3900 11 

3901-4250 12 

4251-4600 13 

4601-4950 14 
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Member Travel Only 

 
Introduction  This guide provides the procedures for a member traveling alone. Use this 

guide to complete a basic claim. Click on the various links on the overview 

page for additional details for your specific scenario.  

 

This example shows a member without dependents traveling via a privately 

owned vehicle from one CONUS Permanent Duty Station (PDS) to the 

next CONUS Permanent Duty Station (PDS).  

 
Procedures See below. 

 

Step Action 

1 Once logged into TPAX, click Create New. 

 
 

2 Click Settlement Request. 

 
 

  

Continued on next page 

  



Member Travel Only, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Enter the Travel Order Number (TONO) from the Direct Access (DA) PCS 

Orders, then click OK . 

 
 

4 Select your Grade/Rank from the drop-down. Select PCS from the Type of 

Order drop-down. 

 
 

  

Continued on next page 

  



Member Travel Only, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Select the Type of PCS option that best describes the type of PCS involved 

with this travel order.  

 
 

6 Enter a Trip Name. Select the Origin link to enter the location from which 

travel will begin. 

 
 

  

Continued on next page  



Member Travel Only, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 When inputting locations, first type in the State and click tab. In the Zip 

Code/City, type in the Zip Code of the old PDS (located on the orders) to find 

the right location and it will fill out the county/locality for you. If the zip code 

does not display correctly, use the drop-down to select the correct one, then 

click Accept. 

 
 

8 Select the Destination link to enter the new Permanent Duty Station Location. 

 
 

  

Continued on next page  



Member Travel Only, Continued 

 
Procedures, 

continued 
 

 

Step Action 

9 When inputting locations, first type in the State and click tab. In the Zip 

Code/City, type in the Zip Code of the new PDS (located on the orders) to find 

the right location and it will fill out the county/locality for you. If the zip code 

does not display correctly, use the drop-down to select the correct one, then 

click Accept. 

 
 

10 Next you will input the Issue Date of the orders, the Depart (Detach) Date and 

the Report Date in accordance with the orders. Click Next. 

 
 

  

Continued on next page 



Member Travel Only, Continued 

 
Procedures, 

continued 
 

 

Step Action 

11 The Whatôs Authorized tab will display. Complete the fields using your orders 

from Direct Access and the chart below, then click Next.  

 
 

Field Description 

Ship POV Only used when transferring OCONUS 

TLE Check if authorized Temporary Lodging Expense 

Emergency TLE Rarely used. This is when a member canôt obtain 

housing/quarters within 10 days of reporting. It 

must be approved by CG-1332. 

DLA Select the appropriate option for Dislocation 

Allowance. Options are None, With Dependents 

and Without Dependents.  

Proceed Time Check if authorized. 

Separate COT Travel Only used for Separate Consecutive Overseas Tour 

Travel claims. 

Household Goods This is not used at this time. Leave at default. 

  

  

Continued on next page 

  



Member Travel Only, Continued 

 
Procedures, 

continued 
 

 

Step Action 

12 If you have dependents that are traveling on this TONO you must enter them in 

at this time. To do so, click the Get Dependents button. This will automatically 

input any/all dependents that have been input into the system previously. If 

your dependents do not populate, you will need to input them yourself by 

clicking Add. Ensure your spouse is listed as spouse, not dependent. If you 

have no dependents or your dependents are not traveling with you at this time, 

click Next.  

 
 

13 Input any necessary Remarks that require further explanation. Then click 

Save. 

 
 

  

Continued on next page 



Member Travel Only, Continued 

 
Procedures, 

continued 
 

 

Step Action 

14 Before moving forward, you must know how to compute the effective date of 

the orders. The formula for effective date of orders is:  

Report date ï (# of days of travel) + 1.  

Using the example below, 01/23/2017 ï (4) +1, 1/23/17 ï 4 = 1/19/17 + 1 = 

1/20/17, the effective date of orders is 1/20/17. 

 
 

The effective date of orders is input on the Entitlements tab when processing 

the PCS travel claim. It is important that the effective date of orders is correct 

so that if there is a promotion in between the depart date and the report date, 

that the DLA will be paid at the correct rank. Additionally, only dependents 

acquired before the effective date of orders can be paid.  

  

Continued on next page 

  



Member Travel Only, Continued 

 
Procedures, 

continued 
 

 

Step Action 

15 The first tab of the Settlement Request will display. Enter the memberôs new 

home address at their new PDS (if known). If they donôt have one (waiting for 

housing), they can temporarily enter their PDS address, but it must be 

documented in the remarks. Then click Next.  

 
 

16 Any Advances entered would display here. Click Next.  

 
 

  

Continued on next page 

  



Member Travel Only, Continued 

 
Procedures, 

continued 
 

 

Step Action 

17 Enter the Effective Date of Orders that you calculated previously. Leave the 

default as Enroute PCS Travel, then click Add This Entitlement. 

 
 

18 In order to get paid MALT (monetary allowance in lieu of transportation), 

check the Owner Operator of POV box. If not claiming MALT, click the No 

MALT  box. Enter the Number of cars authorized on the orders and select 

who will be paid. Click Next. 

 
 

  

Continued on next page 



Member Travel Only, Continued 

 
Procedures, 

continued 
 

 

Step Action 

19 Select Greater than or equal to 24 hours from the Duration of Travel drop-

down.  

 
 

20 The Itinerary page will display. The Departure Date must be the departing 

date on the orders. The Departure Location will auto populate. Leave the 

Method of Transportation as PA ï Private Auto. Do not touch the Duty Day 

boxes. Update the Arrival Date to reflect the date you reported to the new PDS 

location. This MUST match the actual report date in DA.  

 
 

  

Continued on next page 








































































































































































